
Immigration and Reform Collection System submission Instructions 

 

After you have created an account, activated it, and requested access for the Immigration Reform 
Collection System you are ready to begin to complete all required sections of SB 160.  These instructions 
will guide you through that process. Note: If you had a login from last year, it is still valid.  

After logging in, click the link for Immigration Reform Collection System. 

 

Home Page for the Immigration & Reform Act Collection System 
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On the home page you will have the ability to select and/or to verify the Organization and Year you will 
be submitting data for. 

 

There are also quick links on the upper menu for the following features. 

 

• Downloadable Instructions in PDF format 
• FAQ  is a link to our web site with frequently asked questions which will be updated periodically 
• Contact is a link to our Help email for sending questions or issues about  the submission 

Once you have verified or selected the appropriate organization and year you may begin by selecting a 
section to complete.  You must complete all sections that are required in order to be fully compliant 
with the submission process.  Each section is clearly marked as to the current status and a checkmark 
will be displayed once that section is completed.  Each section must be confirmed individually and is 
recorded as to who performed the confirmation.  Note:  If at any time a section is confirmed by mistake 
please email us at                                                for a reset of your status. 

We have also provided information hover overs for more information about a section. You can read and 

activate these hover overs by moving your curser / mouse over the  icon. 
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Section 1: To start the process, click on the blue text under that section header that says     Please 
Enter/Confirm your E-verify #. Once you have selected Section 1 you will be presented with the 
verification screen for your E-verify and Authorization date.  Your E-Verify number must be between 4 
and 6 numerical values only. This number is provided by the Federal government and is required under 
the provisions for the Immigration and Reform Act submission.  

 

 

Note: If you have submitted information in previous years, this screen will be prepopulated with the 
information that was provided in previous submission years.  If you do not qualify for an e-Verify 
number per the Federal Government requirements then please check the box for Do not qualify. 

Once you are complete with this section then click the Confirm button.  You will be taken back to the 
home page where you will see your updated status as Confirmed for that section. 
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Section 2: Now you are ready to proceed with Section 2 by clicking on the blue text under that section 
header. 

 

Each of the data reporting sections is made up of three steps.  Step 1 is a question to determine if this 
area is applicable to your organization.  If you answer YES then Step 2 will be the data reporting step and 
Step 3 is the confirmation step.  If you answer NO to the question in Step 1 then you will be taken 
directly to the confirmation page in Step 3.  You may go back at any time to review your answers. 

 

Step 2 of the submission process is the data collection process which will allow you to either upload a 
file or add records directly into our system through an online form.  You may upload only one file but 
may continue to still add records if needed. 

 

Depending on the option you select, you will be taken to either an entry form to add data or a browse 
screen which will display your uploaded data.  
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Option 1: Uploading a File 

 

Press the Browse button to locate the file you wish to upload.  This will open a windows file browse 
dialog box and you can now navigate to your file.  (This file must meet our specified layout or it will be 
rejected.)  Press the Open button once you have located and clicked on your file. 

 

Once you press Open your file will be selected for upload. 

 

Press the Upload button to submit your file. 

If your file meets our layout then the system will process the file and take you to the data browse 
screen. 
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Browse Screen:  

Once you input or upload data, you will be able to look at your records (10 per page) on the screen.  

 

Here you will notice we are validating the records and will flag invalid records with a Red Flag  and 

mark valid records with a green flag .  You must correct all records with a RED flag in order to move 
on and confirm the submission. 

Browse screen filter area at the top: 

 
In order to quickly find a record or to see error issues you can use our record filters at the top of the 
browse screen.  Don’t forget to clear any filters so you can see all your records. 
  

• Name – allows you to look for a name that starts with a certain letter or word 
• Error Category – allows you to filter based on any errors in your records 

 
The Data portion of the screen: 

 

The following describes the data icons and actions for each: 

• Flag for record status – if you see a green flag  that means that the record is good. If you 

see a red flag by any record that means the record is invalid and you will need to correct 
before your data can be confirmed.  

• Edit icon  – click for editing your record 

• Red X – for deleting or removing a record 
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In order to confirm you must correct any records that are invalid.  Press the icon in order to 
edit the record. 

 
 

For each invalid record we will display in red the issue that is needing correcting.  You can refer 
to our defined file layout to understand more about what our system will validate.  In the 
example above the record is missing the Contract Date and will need to be added in order for 
this record to be valid. 

 

Browse Menu for Actions: 

 

• Add Record 
• Delete All 
• Download Copy - You also have the ability to export your data  at any time using the Download 

Copy feature at the bottom of the data area.  

Bottom Navigation: 

 

• Back 
 

•      Once you determine that your data is correct and there are no red flags 
you will be ready to confirm your data. To do this, Click Next to Confirm. This will move you on 
to STEP 3.  
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Confirmation Page: 
 

 
 

If you still have invalid records after you confirm, the following message will be displayed: 

 
 

Use the back button  to go back to the data browse to correct any issues. 
 
 
Add Form - Title 13 (to add one record at a time): 

 

Note:  If you have only a few records, it may be best to use the Add Form screen instead of uploading a 
file.  
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Required fields are: Legal Name, E-Verify number unless Exempt, Legal Address, City, State and Zip.  
Contract Date and Contract Amount are not required but should be provided if available.  

Browse Screen: 

Once you input or upload data, you will be able to look at your records (10 per page) on the screen.  
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Browse Screen Filter Area: 

 

You can filter your records by the following options. 

• Name – allows you to look for a name that starts with a certain letter or word 
• Error Category – allows you to filter based on any errors in your records 

The Data portion of the screen: 

 

The following describes the data icons and actions for each: 

• Flag for record status – if you see a green flag  that means that the record is good. If you 

see a red flag by any record that means the record is invalid and you will need to correct 
before your data can be confirmed.  

• Edit icon  – click for editing your record 

• Red X – for deleting or removing a record 

 

You also have the ability to export your data at any time using the Download Copy feature at the bottom 
of the data area. 

 

Once you determine that your data is correct and there are no red flags you will be ready to confirm 
your data. To do this, Click Next to Confirm. This will move you on to STEP 3.  
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Step 3 of the process is the Confirmation Step which is displayed below: 

 

Once you have reviewed your selections and you feel it is correct click the Confirm button to complete 
this Section.   Again this will take you back to the home page where you will see your Confirm status 
reflected for this section. 
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Section 3 Title 36 

Note: All Cities and Counties are required to fill out this section.  

 

Section 3: For some Organizations Section 3 - Title 36 section may not be required to fill out.  The home 
page will reflect this as the following: 

 

Step 1 Title 36 

 

If you answer YES in Step 1 then Step 2 will be the data reporting step and Step 3 is the confirmation 
step.  If you answer NO to the question in Step 1 then you will be taken directly to the confirmation page 
in Step 3.  You may go back at any time to review your answers. 

Step 2 Title 36 
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Option 1 Title 36:  

 

Click the Browse button to locate the file you wish to upload.  This will open a windows file browse 
dialog box and you can now navigate to your file.  (This file must meet our specified layout or it will be 
rejected.)  Press the Open button once you have located and clicked on your file. 

Once you press Open your file will be selected for upload. 

Press the Upload button to submit your file. 

If your file meets our layout then the system will process the file and take you to the data browse 
screen. 

Note: This upload process works the same way as the Title 13 process.  

 

Option 2 Title 36: 

 

 

 

 

 

  Page 
13 

 
  



Add Form - Title 36  (add one record at a time) 

Note:  If you have only a few records, it may be best to use the Add Form screen instead of uploading a 
file.  

 

Data browse for Title 36: 

Once you input or upload data, you will be able to look at your records (10 per page) on the screen.  

 

Browse Screen Filter Area: 

You can filter your records by the following options. 

• Business Name – allows you to look for a name that starts with a certain letter or word 
• Error Category – allows you to filter based on any errors in your records 
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The following describes the data icons and actions for each: 

• Flag for record status – if you see a green flag  that means that the record is good. If you 

see a red flag by any record that means the record is invalid and you will need to correct 
before your data can be confirmed.  

• Edit icon  – click for editing your record 

• Red X – for deleting or removing a record 

 

You also have the ability to export your data at any time using the Download Copy feature at the bottom 
of the data area. 

 

Once you determine that your data is correct and there are no red flags you will be ready to confirm 
your data. To do this, Click Next to Confirm. This will move you on to STEP 3.  

 

 

Step 3 - of the process is the Confirmation Step which is displayed below: 
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Once you have reviewed your selections and you feel it is correct click the Confirm button to complete 
this Section.   Again this will take you back to the home page where you will see your Confirm status 
reflected for this section. 
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Section 4: Title 50 Public Benefit Reporting 

 

After selecting this section you will be asked the following question. 
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If you answer YES to the question above then you will need to identify which benefits you have provided 
by placing a check next to the ones that apply. 

 

When you have completed the selection please click Next button to continue onto the SAVE verification 
for those benefits. You may go back at any time to change your answers prior to Confirmation. 

 

 

You must answer YES or NO for each of the benefits selected before continuing to Confirmation page. 
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Title 50 Confirmation Page: 

 

Once you have reviewed your answers you may click the Confirm button.  Again, this will take you back 
to home screen where your status will be reflected.  All sections must be complete in order to be 
compliant with this law. 

 

Once all sections are complete: 

 

 

You should see this message when complete: 
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